STATE OF HAWAII

Accounting Manual

Volume III: Payroll Expenditures
Part 800: Appendix - Explanations and Related Sample Reports Page 806.01

SECTION 806: EXPLANATION OF THE TURNAROUND PAYROLL CHANGE SCHEDULE,
STATE ACCOUNTING FORM D-94

Purpose.

(a) The turnaround SAFORM D-94 is generated by the computer, with the
data-fields pre-recorded to facilitate the preparation of this form for
the departments who subsequently submit them for payroll processing.

(b) The pre-recorded data are based on the latest NOTIFICATION OF PERSONNEL
ACTION, STATE DPS FORM 5 processed and accepted by the payroll system.

Prepared By. Data processing center for use by reporting departments.

Frequency. For each pay period, the turnaround, SAFORM D-94, is printed
four (4) workdays before the start of the next payroll period.

Distribution. The turnaround, SAFORM D-94, is routed through Central
Payroll to the reporting departments.

Input Procedure.

(a) Follow the INSTRUCTIONS FOR COMPLETING PAYROLL CHANGE SCHEDULE, SAFORM
D-94 (Section 706, Volume III).

(b) If any of the pre-recorded data is to be changed, line out the original
data and enter the new data above or below it as appropriate. All
changes to be key-entered must be made in red ink.

(c) When deleting an employee from the turnaround, SAFORM D-94, draw a red
line through all data except the Employee Number. Use a color other
than red when making notations for auditing purposes. Try to keep
notations in the Remarks field or extend on back of the page.

Limitations.

(a) Turnaround SAFORM D-94's printed prior to the last pay period should
not be used except as provided in item 6(b). The employee number
changes from pay period to pay period and will not be wvalid except on a
turnaround, SAFORM D-94, immediately following the period.

(b) When a prior turnaround, SAFORM D-94, must be used (such as in payments
made to board members who receive pay only once a month), the words
"KEY COMPLETE" should be written boldly on the top of each page of the
turnaround, SAFORM D-94. Be sure to cross out the employee number.
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STATE OF HAWAII
PAYROLL CHANGE SCHEDULE
TURNAROUND P/R CHANGE SCHEDULE

REGULAR/HOURLY
TURNAROUND FOR: 07/31/89
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STATE OF HAWAII T
PAYAOLL CHANGE SCHEDU ~ REGULAR/HOURLY
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STATE OF HAWAII

PAYROLL CHANGE SCHEDULE FRINGE
TURNAROUND P/R CHANGE SCHEDULE TURNAROUND FOR:  07/31/89
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